



















































































a. The overall size of the employer's program with respect to the number of employees,
number and type of facilities and size of budget.

b. The type of operation, including the composition and structure of the work force.

c. The nature and cost of the accommodation needed.

d. The reasonable ability to finance the accommodation at each site of business.

e. Documented good faith efforts to explore less restrictive or less expensive alternatives

including consultation with the person with a disability or with knowledgeable persons
or organizations.

REQUEST FOR REASONABLE ACCOMMODATIONS

In order to avoid processing delays, the procedures for processing requests for reasonable
accommodations should reflect the least number of approval steps necessary. The steps in requesting
reasonable accommodations for current employees, and employees seeking promotion are as follows:

1.

The supervisor and the employee with a disability consult to determine the need for the
accommodation and to discuss alternatives such as job restructuring, job site modification and
assistant devices.

The supervisor submits a written request (form PE-00091-01) obtained from the affirmative
action officer/designee for a reasonable accommodation. The request includes a justification
for the accommodation, and includes a statement of the functional limitations.

The supervisor submits the request to the affirmative action officer/designee within 5 working
days upon receipt of the request. The affirmative action officer/designee will notify the
Commissioner of the request and gather information regarding availability and cost within 10
working days.

The affirmative action officer reports to the agency head with a recommendation. The agency
head considers the available alternatives and decides whether or not to grant the requested
accommodation and determines what accommodation should be provided. The decision is
then provided in writing to the supervisor within 5 working days after the agency head makes
his or her determination.

The affirmative action officer fills out the Reasonable Accommodations Agreement (form PE-
00092-01) and obtains necessary signatures.

The affirmative action officer submits appropriate purchasing documents to the purchasing
agent if equipment, furniture or other assistive devices must be purchased.
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METHODS OF PROVIDING REASONABLE ACCOMMODATION

The following are some methods of providing reasonable accommodations to qualified individuals with
disabilities. Other forms of reasonable accommodation may also be provided.

A.

MODIFICATION OF EQUIPMENT OR ASSISTIVE DEVICES:

The provision of equipment may include special telephone equipment, "talking" calculators, one-handed
typewriters, closed circuit televisions, specifically designed desk and files, TDD communications
equipment and other types of equipment to facilitate the performance of job duties. These items may
include: off the shelf devices as well as highly specialized, customized and/or prescription items.

JOB SITE MODIFICATION:

The planning and provisions of accessibility to existing facilities may be required in order for
individuals with disabilities to work in them. Modifications may include adjustments to equipment
height, including desk, chairs, etc., addition of electrical outlets, rearrangement of furniture and
equipment, widening doorways, reallocation of the job site to an accessible area, provision of special
parking facilities, modifications of ventilation, heating, cooling and lighting systems, and other types of
similar modifications. This agency will negotiate any changes with Space Management through Real
Estate Management Division, Department of Administration to determine costs involved.

JOB RESTRUCTURING:

The restructuring of any job may include modifying work hours and/or changing job duties while
retaining the basic job functions. Arrangements must be considered for full-time, permanent and
intermittent employment. Job sharing and flexible work hours may permit employees with disabilities
to meet such needs as medical appointments and medical dietary requirements.

SUPPORT SERVICES:

Support services such as interpreters for hearing impaired individuals, readers for blind, special
attendants, etc. must be provided when it is clearly demonstrated that these services are required for an
employee's performance of the essential functions of the job. Support services may also be needed for
job applicants during the interview process. This agency may directly or on a contractual basis of any
agency outside the department provide the training necessary to allow staff members to provide support
services when such training and the provisions of such support services are administratively feasible.

READERS:

There are many options available to provide reading assistance to blind employees. Some agencies have
found that the best way of providing reading to blind employees is to assign other employees to provide
this service as needed. In most cases, this amounts to a relatively small part of an employee's workday.

INTERPRETERS:

Although some situations will require a high level of interpreting skills; much day-to-day
communication can be accomplished by employees who have learned basic sign language. In situations
such as court appearances and performance evaluations, where a higher degree of interpreting skill
would be necessary for effective communication, personal service contracts may also be used to obtain
services from outside resources.
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K.

UNDUE HARDSHIP

In determining whether or not the making of a reasonable accommodation would impose an "undue hardship"
on the operation of a recipient's program, factors to be considered must include:

8. The overall size of the recipient's program (i.e., number and type of facilities, size of budget).

9. The type of the recipient's operation, including the composition and structure of the recipient's work
force.

10.  The nature and cost of the accommodation needed.

11.  The reasonable ability to finance the accommodation and each site of business.

12.  Documented good faith efforts to explore less restrictive or less expensive alternatives, including
consultation with the person with a disability or with knowledgeable persons with disabilities or
organizations.

FUNDING FOR REASONABLE ACCOMMODATION

This agency will make funds available in order to provide reasonable accommodations to employees/job
applicants with disabilities. (The amount will be determined by the agency head and funds will be used only
when a reasonable accommodation request has been approved and signed by the agency head.)

PURCHASE AND MAINTENANCE OF ACCOMMODATION

13.  This agency is free to choose the specific accommodation provided to qualified persons with
disabilities. The person requesting reasonable accommodations will suggest appropriate
accommodations. This agency may provide another accommodation equal or superior to the one
proposed in practicality, usefulness or cost effectiveness.

14 .  All tangible accommodations purchased by this agency will be the property of the State of Minnesota
and shall be used only for job related functions. The maintenance of equipment will be the
responsibility of the department and projected maintenance costs will be a factor in the initial decision
to provide accommodations. Example: repair special office equipment, etc.

DENIAL OF ACCOMMODATION

All denials of requests for reasonable accommodation will be documented and kept on file by the affirmative
action officer. A copy of the document denying the request for reasonable accommodation will be given to the
supervisor. The affirmative action officer will notify the employee of the denial and inform the employee of
his/her right to appeal and to file with other government agencies such as Human Rights and Equal
Employment Opportunity Commission.

APPEALS

An employee who is dissatisfied with the reasonable accommodation decision can appeal directly to the agency
head within 10 working days of the decision. The agency head will within 10 working days of the individual's
appeal, convene a reasonable accommodation review committee which shall consist of persons previously not
involved. For example, an ADA/disability coordinator, a rehabilitation engineer, or counselor may be on this
committee. These persons must be knowledgeable with the ADA, and reasonable accommodation). This
committee will review all pertinent material and steps leading to the decision according to the following
criteria.
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15. Job relatedness

16 .  Effectiveness

17.  Necessity

18 .  The relationship between the accommodation and essential job functions
19.  Other claims of undue hardship

The committee will make a recommendation to the agency within 10 working days from the date the
committee was convened unless more time is needed to obtain more information from outside sources.
The agency head will make a final determination within 10 working days from receiving the committee's
recommendation. The affirmative action officer will then convey written copies of the agency head's
decision to the employee and supervisor. If the employee is still dissatisfied with the decision, she/he
may file with federal, state, local and human rights legislation. The department's affirmative action
officer will provide employees and compliance agencies with information in assistance needed in the
appeals process. Information will be provided in compliance with the Minnesota Government Data
Privacy Act. Compliance agencies which are investigating complaints of request information from the
agency head will be provided documentation relating to the denial of a request for reasonable
accommodation. Assistance with reasonable accommodation compliance, all requests for information or
assistance in determining reasonable accommodation for qualified employees with disabilities and
employees/job applicants may be directed to the department's affirmative action officer, the Council on
Disabilities, or the Director of Diversity and Equal Opportunity. That person also assists in locating
resources or interpreting reasonable accommodation requirements.

REQUEST FOR REASONABLE ACCOMMODATIONS FOR JOB APPLICANTS

20. All initial communication with the job applicant regarding job vacancies shall indicate the
willingness of the agency to make reasonable accommodations to the known physical or mental
disability and shall invite the applicant to contact the agency for the needed accommodation.

21 .  The individual contacted with the request shall contact the affirmative action officer

immediately. In order to ensure that the accommodation is provided at the interview, requests
shall be handled in a timely manner.

22 . The affirmative action officer shall contact the job applicant to discuss the needed
accommodation and possible alternatives.

23 .  If the accommodation is approved, the affirmative action officer will take the necessary steps to
see that the accommodation is provided.

DENIAL OF ACCOMMODATION

If the requested accommodation is denied, the affirmative action officer shall advise the applicant of
his/her right to file a complaint with the Department of Human Rights alleging violation of the
Minnesota Human Rights Act.

-25-




EMPLOYEE REQUEST FOR REASONABLE ACCOMMODATION

EMPLOYEE NAME: DATE OF REQUEST:
JOB TITLE: DIVISION:
This information will be used by or any other person, including the

agency’s legal counsel, who is authorized by my employer to handle medical information for ADA/MHRA purposes and, any
information concerning my physical or mental condition, that are necessary to determine whether I have a disability as defined by the
Americans with Disabilities Act and/or the Minnesota Human Rights Act, and to determine whether any reasonable accommodations
can be made. The provision of this information is voluntary, however if you refuse to provide it, your employer may refuse to
provide reasonable accommodation. )

1. Please describe the nature of your limitations, what life activity(s) if substantially limits, and how this life
activity(s) is substantially limited.

2. How does it affect your ability to perform your job?

3. Type of accommodation you are requesting:

____Making of facilities readily accessible __ Modification of equipment or devices
___Jobrestructuring _Qualified reader or interpreter

__ Parttime or modified work schedule __Acquisition of equipment or devices
____Modification to a rule, policy or practice _ Other (specify):

4. Please describe in detail the accommodation you are requesting:

5. How will the requested accommodation be effective in allowing you to perform the essential functions of
your job? :

Additional Commments:

Signature of Employee: Date:
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REASONABLE ACCOMMODATION AGREEMENT

This form is to be completed by the Department's Affirmative Action Officer after the reasonable
accommodation decision has been made. The signature's on the bottom of this form indicates an agreement
between the employee and the Department to the specific accommodation.

Name of Employee Name of Division Manager

The request for reasonable accommodation to the needs of the above named disabled employee was:

ACCEPTED DENIED

Justification for the decision (indicate specific factors considered)

If reasonable accommodation was approved, was the employee's suggestion accepted?

Yes No Partially

REASON:

DESCRIBE specific accommodations to be made

COST ESTIMATE $

I have read the employee request for reasonable accommodation. I understand that all tangible accommodations
purchased by the Department, will become the Property of the State of Minnesota.

Signature of Employee Date
Sigl of Commissioner Date
Signature of Affirmative Action Officer Date

PE-00092-01 (4/83)
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WEATHER EMERGENCIES

Notification of IRRRB building closings due to severe weather or other emergencies are announced
through the media, and employees are advised to listen to the following radio stations for weather
emergencies:

1. WEVE - EVELETH
2. WHLB - VIRGINIA
3. WKKQ - HIBBING
4. WMFG - HIBBING

To make certain that employees with hearing impairments are aware of such closing, these employees
are consulted by the agency affirmative action officer and, if need be, another employee is assigned the

responsibility of personally contacting/notifying the employee with hearing impairment of such closing.

A review of these responsibilities is done regularly.
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BUILDING EVACUATION

Building evacuation is of particular importance to employees who have mobility or sensory
impairments. Procedures need to ensure the safe and timely evacuation of these employees. Employees
who may need assistance in evacuation are consulted at regular intervals by the Affirmative Action
Officer, to ascertain special arrangements.

Due to the length of the individual IRRRB Building Evacuation Plans, they are not included as part of
this affirmative action plan. Building evacuation plans are posted at each respective individual building
and also on file at each individual division office. ALL copies of such plans have been filed with the
Office of Diversity and Equal Opportunity and are on file at the IRRRB Personnel Director's office.
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Revised
4-20-98

IRON RANGE RESOURCES AND REHABILITATION BOARD
ZERO TOLERANCE OF WORKPLACE VIOLENCE PLAN AND POLICY

INTRODUCTION

In 1992, the Minnesota Legislature adopted into state statute an act in which it “mandates each state
agency adopt a goal of zero tolerance of violence”:

Freedom from Violence

The State of Minnesota hereby adopts a policy of zero tolerance
of violence. It is state policy that every person in the state has a
right to live free from violence.

The policy also encourages each agency to develop a plan that describes how the agency will:
(1) seek to eliminate any potential for violence in and around the agency workplace; and
(2) seek to eliminate any potential for violence by affecting the attitudes and behavior of people that the

agency serves or regulates.

Definition of Violence

In 1994, the Minnesota Legislature established the Violence Prevention Advisory Task Force. This task force
was responsible for defining violence for the purpose of policy formation. The task force endorsed the
following definition of violence:

II.

I

“Violence is words and actions that hurt people. Violence is the abusive or unjust exercise of power,
intimidation, harassment and/or the threatened or actual use of force which results in or has a high
likelihood of causing hurt, fear, injury, suffering or death.”

AGENCY GOAL STATEMENT

The Iron Range Resources and Rehabilitation Board (IRRRB) will provide a safe environment for
employees and visitors to the workplace. There will be no tolerance for threatening actions by agency
employees against other agency employees, by agency employees against agency visitors, or by agency
visitors against agency employees.

AGENCY POLICY

It is the policy of the IRRRB and the responsibility of its managers, its supervisors and all of its
employees to maintain a workplace free from threats and acts of violence. The agency will work to
provide a safe workplace for employees, and for visitors to the workplace. Each employee, and
everyone with whom we come into contact in our work, deserves to be treated with courtesy and respect.
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The' IRRRB's policy on work-related violence includes:
o Actively working to prevent and eliminate acts of workplace violence

o Responding promptly, positively, and aggressively to deal with threats or acts of violence.
This response includes timely involvement of law enforcement agencies, when appropriate.

o Adopting and enforcing a policy of prohibiting possession of firearms and other dangerous
weapons in the workplace.

° Treating incidents of work-related threats or acts of violence very seriously. Reports of such
acts will be promptly investigated, and management will take action, as necessary, to
appropriately address each incident.

) Taking strong disciplinary action, up to and including discharge from State employment,
against employees of the agency who are involved in the commission of work-related threats

or acts of violence.

o Supporting criminal prosecution of those who threaten or commit work-related violence
against employees, or against taxpayers and other visitors to its work environment.

NOTE: Pursuant to Minnesota Statute 15.86, this policy does not create any civil liability on the part of the
State of Minnesota.
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PLAN FOR IMPLEMENTING ZERO TOLERANCE
OF VIOLENCE IN, AND AROUND, THE WORKPLACE

THE AGENCY WILL PROVIDE A SAFE WORKPLACE.

The IRRRB is committed to ensuring that the workplace provides for the safety of employees and
guests, and for reasonable protection from workplace violence.

> A “Facility Protection Plan” will be prepared for each workplace operated by the IRRRB. The
plan will address physical security requirements of each facility, and will include procedures for
appropriate response to threats and acts of violence.

THE AGENCY WILL ATTEMPT TO LIMIT VIOLENCE FROM EXTERNAL SOURCES BY
POSITIVELY AFFECTING THE ATTITUDES AND THE BEHAVIOR OF ITS CUSTOMERS.

> Customer Service: The IRRRB will continue to strive for customer service, will continue to
achieve conformity with Minnesota laws, and will work toward a system that is fair, efficient,
reliable, competitive and understandable. In doing so, and by treating customers with the
respect and dignity they are entitled to, the potential for workplace violence from external
sources will be greatly reduced.

> Customer Requests: According to Minnesota laws, customers have the right to request certain
information from the IRRRB. The IRRRB will strive to fully cooperate with customer requests
and provide all information in a timely manner. By doing this, the agency will be taking another
step in limiting the possibility of violence from outside sources.

THE DEPARTMENT WILL ATTEMPT TO REDUCE THE POTENTIAL FOR INTERNAL
WORKPLACE VIOLENCE BY POSITIVELY AFFECTING THE ATTITUDES AND THE
BEHAVIOR OF ITS EMPLOYEES.

> Creating a low-risk work environment: Agency managers and supervisors are expected to
promote positive behavior, and to lead by example, by treating employees with the respect and
dignity each person deserves. Emphasis will be placed on creating a workplace where
established standards of conduct are clear, are communicated, and are consistently enforced, and
where discipline is used fairly and appropriately to deal with instances of unacceptable behavior.

> Supervisory Training: All agency managers and supervisors will be provided with training in
how to deal with workplace-related threats and acts of violence. This training will focus on
prevention and de-escalation of violence, will include suggestions for appropriate responses to
threats and acts of violence, and will identify those resources which are available for use once a
potential problem has been identified, or an incident has occurred.

> Employee Training: All employee will be given the opportunity to receive training in threat
awareness, and in appropriate responses to aggressive, threatening and violent behaviors.
Assessment of additional training needs for employees will be made upon request of the unit
supervisor, and appropriate training programs will be developed and presented.
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Employee Counseling and Assistance: The agency will encourage use of the Employee
Assistance Program (EAP). The EAP is primarily an assessment, short-term counseling and
referral agency. While supervisor, union representatives, or family members may encourage
employees to seek help from the EAP, the decision to use the services must be a voluntary
one. Employees may also choose to seek assistance from private health services to deal with
pressures, stress, emotional problems, or other personal issues which could, if ignored to
threats or acts of violence.

Self-help: Informational brochures and other media will be used to make all employees
familiar with the services offered by the EAP, and by the department’s Health and Wellness
Coordinator, and will provide information on how to take advantage of those services.
Information will also be provided about other options for the resolution of personal and work-
related problems which may have a potential for escalating to a violent incident. Employees
will be encouraged to utilize all available resources.

Valuing and Respecting Diversity: 1t 1s the Agency’s policy and practice to value and respect
individual differences among people. Harassment of any person in the workplace is strictly
prohibited. Harassment can be any behavior which is unwelcome, personally offensive,
insulting or demeaning, when:

. submission to such conduct is explicitly or implicitly made a term or condition of an
individual’s employment;

o submission to, or rejection of, such conduct is used as the basis for employment
decisions affecting such an individual; or

. such conduct has the purpose, or the effect, of unreasonably interfering with an

employee’s performance, or of creating and intimidating, hostile, or offensive working
environment.

Harassment and discrimination are serious concerns. Incidents of this nature, if not corrected,
may result in workplace violence. Management will continue to treat reports of harassment
and discrimination seriously. Complaints of alleged harassment or discrimination will be
promptly investigated and, as necessary, appropriate disciplinary action will be taken.
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4. THE AGENCY WILL EFFECTIVELY DEAL WITH THREATS OF VIOLENCE, AND WITH
ACTUAL INCIDENTS OF VIOLENCE.

> Supervisory Responsibilities: Agency managers and supervisors have primary responsibility for
ensuring a safe work environment. Managers and supervisors are specifically empowered to take
immediate action to resolve or stabilize violent situations in the workplace, and to protect people
from harm. Supervisors will ensure that, when a threat is made or a violent incident occurs,
appropriate incident response resources are notified immediately. Supervisors and managers will

also ensure that appropriate disciplinary responses to internal workplace violence and aggression
are made.

> Incident Response Coordinator (IRC): The Agency will appoint an “Incident Response
Coordinator” (IRC) who will be responsible for coordinating responses to violent or threatening
situations in the workplace. The IRC will:

. Assist managers and supervisors in the development of applicable training programs;

° Serve as a resource referral agent and information source for supervisors, and others, with
regard to workplace violence concerns;

. Respond, as needed, to incidents involving threats or acts of workplace-related violence.

While each situation will be unique, this will often require that the IRC:

> Perform situation assessments and evaluations;

- Assist with attempts to de-escalate/properly manage potentially violent situations,
when possible to do so;

- Facilitate and coordinate response actions of appropriate resources, both internal
and external; and,

- Ensure that appropriate follow-up action is taken (investigation, victim assistance,

preventative and corrective actions, etc.).

The IRC will carry out these responsibilities with the assistance of appropriate department, state
and local government resources.

5. THE AGENCY WILL WORK TO ELIMINATE DANGEROUS WEAPONS FROM THE
WORKPLACE.

> Dangerous Weapon Prohibition: Effective immediately, the possession of any dangerous
weapon, to include any firearm, in any IRRRB workplace by any person other than a law
enforcement officer, is strictly prohibited. Agency personnel are prohibited from possessing any
dangerous weapon, to include any firearm, while on official duty. See Appendix A for a list of
dangerous weapons included in this prohibition.
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6. CRITICAL INCIDENTS STRESS DEBRIEFING

Critical incidents are defined as;:

L Any incident involving an employee which results in death, great bodily harm, or substantial
bodily harm to an employee or a member of the public.

L Any incident in which deadly force, as defined in M.S. 609.066, Subd. 1, is used by an employee
or against an employee. Examples include use of weapons, physical assault, bombs, etc.

= Any incident deemed serious enough by the circumstances to warrant investigation and review.
Examples include:

Lyl

hostage situations

pursuits

sudden death or serious injury to a child

a difficult rescue effort

a victim with overwhelming traumatic injuries

natural disasters or mass casualty incidents

threats of violence to an employee or group of employees
suicides

death or injury of a person known by employees
extremely hostile encounters

several difficult incidents within a short period of time

All critical incidents are to be reported immediately to the Supervisor, Personnel Director and Agency Head.
The Supervisor or designee shall prepare a complete report of the incident. The Supervisor shall immediately
take action responding to a critical incident. Depending on severity, need, etc., this may or may not involve the
Agency Personnel Director.

Depending on the circumstances, responses to a critical incident can include the following as appropriate:

-3
-y
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provide paid administrative leave time if deemed appropriate

encourage professional counseling (psychologist, psychiatrist, member of the clergy,
organized peer counseling group)

referral to the Employee Assistance Program

relocating employees on a temporary basis if a facility is inhabitable

reassigning employees to different work sites

In any case, the incident shall be reported to the Personnel Director. The Supervisor shall also prepare a report
as to responses to a critical incident.
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PLAN IMPLEMENTATION

Copies of this policy and plan will be distributed to all employees, and will be posted on employee bulletin
boards. Managers and supervisors will be responsible for informing employees of this policy and plan, and for
enforcing compliance with them. This policy and plan will be discussed at new employee orientation; all new
employees will be provided with a copy of this policy and plan. A copy of this plan will also be available at al]
IRRRB division locations.

The Agency will continue to provide information about the services available through the Employee Assistance
Program, and the Health and Wellness Program, to help employees deal with concemns and issues related to
workplace of family violence. Training needs will be assessed, and training sessions for managers, supervisor,
and employees will be developed and presented. The agency will work to further advance this plan, and will
identify and address specific action items.

Following appointment of the department’s Incident Response Coordinator (IRC), employees will receive
informational materials on the role and responsibilities of the IRC.

Effective immediately, Mary Hess, the Incident Response Coordinator will assume responsibility for
coordinating the agency’s response to workplace-related threats and acts of violence. Managers and supervisors
will continue to have primary responsibility for ensuring a safe workplace, for monitoring and resolution of
employee contflicts or disputes, for taking appropriate corrective action when potentially violent situations
develop, and for working with the agency’s Incident Response Coordinator when threats or acts of violence do

occur.
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APPENDIX A

DANGEROUS WEAPONS

For purposes of this Plan and Policy, the following items are considered to be “dangerous weapons”:

> Any weapon which, per applicable law, is illegal to possess.

> Any firearm, loaded or unloaded, assembled or disassemble, including pellet, rifles, pistols,
handguns, shotguns, “BB”, and stun guns (electronic incapacitation devices).

> Replicate firearms (facsimile or toy versions which reasonably appear to be a pistol, revolver,
shotgun, rifle, machine gun, or any other firearm) as defined in Minn. Stat. 609.713.

> Knives, swords, switchblades (and other similar instruments) with a blade length of more than
three inches, other than those pre-approved by a supervisor to perform work assignments, or for
the specific purpose of food preparation and service.

> Any “switchblade” knife.

> “Brass knuckles”, “metal knuckles”, and similar weapons associated with and used as weapons in
martial arts.

> Bows, cross-bows and arrows.

> Explosives and explosive devices, including fireworks and incendiary devices.

> “Throwing stars”, “numchucks”, clubs, saps, and any other item commonly used as, or primarily

intended for use as a weapon.
> Any object that has been modified to serve as, or has been employed as a dangerous weapon.

> Any other item so designated by the Commissioner or Deputy Commissioner of the IRRRB.
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I ACKNOWLEDGE THAT I HAVE RECEIVED AND READ A COPY OF
THE “MINNESOTA DEPARTMENT OF THE IRON RANGE RESOURCES
AND REHABILITATION BOARDS ZERO TOLERANCE OF
WORKPLACE VIOLENCE AND THE WORKPLACE VIOLENCE
PREVENTION POLICY AND PLAN.”

DATED:

SIGNATURE:
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